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PREFACE 
 
The purpose of this manual is to give an overview of how the Campaign 
Finance Remote Software operates. It will guide you through: 
 

• Installing the software  
• Adding Elections 
• Setting Up a Committee 
• Adding/Managing Receipts 
• Adding/Managing Expenditures 
• Adding/Managing Debts 
• Adding/Managing Loans 
• Refunds 
• Account Transfers 
• Creating/Managing Reports 
• Data Protection 

 
This document is not intended to cover every scenario possible for an 
individual entity. If you have a situation you are not sure about please 
contact us at: 
 
919-733-7173 
 

*** VISTA USERS *** 
 

If you are running Microsoft Vista you will need to run the application in 
Administrator Mode. To do this; Right Click on the CF Remote Icon located 
on the desktop and Select “Run as Administrator” 
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SOFTWARE 
INSTALLATION 
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Internet Setup 
 
To install the software from the internet, first open your browser. 
 

 
 

1. Now go to the SBOE homepage, http://www.sboe.state.nc.us. 
 

2. Click on Campaign Finance near the top of the page. 
 

 
 

3. On the left hand side Click  Software 
 

 
 

4. In the center of the screen you will see: CF Remote Software – Full 
Installation in One file  

 

 
 

5. Click  Download Now 

 

Note: The smaller installation requires an internet connection to run properly while the 
larger installation does not. 
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Internet Setup – cont. 
 
After the download is complete the following window will appear 
 
Note: If you chose to Save instead of Run follow the inserted steps 
 
Chose either  Run or SAVE 
 

 
 

• If you Click  Save 
 
The next window that comes up will ask you where you want to save the file.  
Select a location on your computer that you can easily remember for saving 
the file. It defaults to the Desktop. 
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Internet Setup – cont. 
 

After the download is complete, go to the location where the installation was 
saved and double-click on the file.  Continue with the installation instructions  

 

 
 
This screen will appear if you click Run 
 

 
 

 
 



 

 - 8 - 

Internet Setup – cont. 
 
This screen appears after a moment 
 

Click  Next 
 

 
 

Click  Next again 
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Click  Finish 
 

 
 
After a moment the green screen will disappear and the install is complete. 
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Regular CD Setup 
 
Put the installation CD in your CD drive.  The installation may start 
automatically, if it does not, go to your desktop and double-click on My 
Computer. 
 

 
 
When that opens up, find your CD drive and double click the icon for it. 
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Regular CD Setup – cont. 
 
You will see a window with only one file in it.  Double click the file to run the 
installation. 
 

 
 
Follow the install instructions that appear on page 7. 
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Updating version 4.x 
 
* You must be connected to the Internet to update the software. 

1. Double-click the CF Remote icon on your desktop to open the 
main window shown below. 

 

 
 

 
2. Click File  Update Software 
3. Click Next 
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Updating version 4.x – cont. 
 

4. If you already have the latest version you will get this screen.  Click 
OK and proceed to Setting Up a Committee on page 21. 

 

 
 

5. If you need to update you will see this screen. Click Next. 
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Updating version 4.x – cont. 
 

6. The update will be downloaded after which you will see this screen.  
Click Finish. 

 

 
 
At this point the installation for the update will begin.  
Refer to steps of the Installation section beginning on page 7 for 
instructions. 
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VISTA USERS 
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How to Move cf_data from VirtualStore in Vista 
 

1. Right click the CF Remote Icon on the desktop. 
 

 
2. Select Properties. 
 

 
 

3. On the Shortcut Tab Select Open File Location. 
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How to Move cf_data from VirtualStore in Vista 
cont. 

 

 
4. Open the dbs folder. 
5. Right click on the cf_data file and select Rename. 
6. Enter cf_data1. See image below. 
 

 
 
7. Click the minimize button  so that the windows goes to the 

toolbar. 
8. Click on Start  Computer 
 

 
 

9. Click Local disk C:\Users\”Your User 
Name”\AppData\Local\VirtualStore\Program Files\SBoE\Campaign 
Finance\CF Remote\dbs 

 
10. Right Click on the cf_data file and select copy. 
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How to Move cf_data from VirtualStore in Vista 
cont. 

 

 
 

11. Click the dbs button located in the tool bar. 
 

 
 
12. The dbs folder should be open in the empty space of the folder right 

click and chose Paste. 
 

 
 

13. Your dbs folder should look like what is pictured above. 
14. If it has not already been done please go back and enable Run as 

Administrator. 
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PRINTING AND SAVING 
THE MANUAL 
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Printing and Saving the Manual 
 

1. Click on Campaign Finance near the top of the page. 
 

 
 

2. On the left hand side Click  Software 
 

 
 

3. In the center of the screen you will see:  
CF Remote Software – Instruction Guide 

 
This opens the manual for viewing. 
 

 
 
At this point you can may save a copy to your computer or print a copy if 
you choose too. 
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SETTING UP A 
COMMITTEE 
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Setting Up a Committee 
 

1. Click Org Setup  Committee Info  New… 
 

 
 

Note: Select the appropriate combination for your committee  
 

Select each tab and fill in the required fields (Red lettering and yellow boxes 
indicate required fields). 
 

 
 

NOTE: All fields on the Type Tab are required for the reports to appear 
correctly including Date Organized. 
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Setting Up a Committee – cont. 
 

2. Click the Name tab to enter name information about the committee. 
 

 
 
When you click Add Committee, you are directed to a different screen 
(Name/Address Screen).  For each tab (Name, Mailing Address, Email 
Address, Phone Numbers, Org Info, Notes) enter any required 
information and any additional information you have and click OK. 
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Setting Up a Committee – cont. 
 

Tab Function 
Name Use to record the name of the associated committee or 

individual. If the selection made in the Type field is other than 
INDIVIDUAL, only the Org Name field displays. If the 
selection made in the Type field is INDIVIDUAL, a more 
detailed form displays to include complete name information, 
as well as professional and employment information. 

Mailing 
Address 

Use this window to record a complete mailing address, 
regardless of whether or not there is also a separate physical 
address. If there is a different physical address, however, 
remove the checkmark from the Physical and Mailing 
Address are the same checkbox to display the Physical 
Address tab. If the address is not in the United States, check 
the Address Not in US checkbox to display the required 
form. 

Physical 
Address 

Use to record a complete physical address, if the physical 
address is different from the mailing address. If the address is 
not in the United States, check the Address Not in US 
checkbox to display the required form. 

Email 
Address 

Use to record up to four Email addresses for the committee. 

Phone 
Numbers 

Use to record up to three telephone numbers for the 
committee. 

Org Info Use to record State and Federal IDs, and Committee Level. 
Displays when the selection made in the Type field is other 
than INDIVIDUAL. as described above. 

Notes Use to add notes about the committee or its processing. Is 
also used to indicate the amount of money previously received 
from or expended to the associated committee, organization 
or individual. 

 
3. Click the Officers tab to enter officer information about the officers. 
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Setting Up a Committee – cont. 
 
When you click Add Officer you are directed to the Officer Information 
screen.  Fill in the required information for officer type and begin date.   
 

 
 

4. Click Add Officer, you are directed to a different screen 
 

 
 
For each tab (Name, Mailing Address, Email Address, Phone Numbers, 
Org Info, Notes) enter any required information and any additional 
information you have and Click OK. 
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Setting Up a Committee – cont. 
 

5. Click the Accounts tab to enter information about the accounts. 
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Setting Up a Committee – cont. 
 
When you click Add Account you are directed to the Account Information 
screen.  Fill in the required information for account code, account type, 
account number and purpose.   
 

 
 
When you click Add Account, you are directed to a different screen 
(Name/Address Screen).  For each tab (Name, Mailing Address, Email 
Address, Phone Numbers, Notes) enter any required information and any 
additional information you have and click OK. 
 

6. Click OK to close the Committee Information window and display 
the main window. 

 

 
 

NOTE: When all required information is entered, the OK button in the Committee Information window becomes 
active. 
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Setting Up a Committee – cont. 
 
The committee that you created now displays in the main window’s Org field 
drop-down list, and may be selected for viewing or editing. 
 

 
 
To View or Change information on the committee just created, select the 
name from the Org field drop-down list, and select Org Setup  
Committee Info  Browse  or Org Setup  Committee Info  
Change. 
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Recording Public Finance Information 
 

If the candidate committee will be receiving funds from public financing, or 
is opposing someone who will be receiving funds from public financing, you 
must provide additional information through this software.  Follow the steps 
below to ensure your compliance. 
 
1. From the main Campaign Finance Remote Filing Software screen, Click 

Org Setup  Committee Info  Change 
 

 
 
This will bring up a window asking for the effective date.  Click OK. 
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Recording Public Finance Information – cont. 
 

2. Click the Candidate tab. Check the box near the bottom which  
says Show Public Finance Tab.  
 

 
 
If you are a non-participating candidate, but are opposing a 
participating candidate, you can stop here. 
 
If you are a non-participating candidate, and have no participating 
opponents, check the box, which says Non-Participant WITH NO 
Participating Opponent(s), and stop there. 
 
Otherwise, if you are the candidate seeking certification in the NC 
Public Campaign Fund, please continue. 
 
When you clicked on the checkbox, which says Show Public 
Finance Tab, the Public Finance tab should have appeared, click 
on this tab. 
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Recording Public Finance Information – cont. 
 

 
 

3. Click on the Add button.  This opens the Public Finance Information 
window.  Choose the Office for which the candidate is running from 
the Office drop-down box.  Type in the Seat, Election Year and 
Intent Date if the candidate has filed for Intent.  Fill in the box 
labeled Certified Date if and when they become certified.  

 

 
 

4. When done, click OK. 
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ADDING ELECTIONS 
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Adding an Election 
 
Note: In order for the Election Sum to Dates to calculate correctly the 
Committee Date Organized is required. (Refer to pg.20 in the Setting up a 
Committee section) 
 
1. Click  Reporting  Election Setup 
 

 
 

2. Click  Add Election 
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Adding Elections – cont. 
 
3. In the Election year dropdown select the year of the election the office 

was last up for election (example 2004 would be selected if President 
is the office sought) 

 

 
 

4. Then Select the Type of Election 

5. Next Select the Election 
 

A similar screen will appear as below 
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Adding Elections – cont. 
 
6. If you want to enter a Municipal election fill in the following 

information 
7. Enter the Other Election Date 
8. Click > OK 
 

 
 

9. The following window will appear and display all of the elections 
you have entered for your Committee 

10. You are able to Add, View and Delete the elections from this window 
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RECEIPTS 
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Adding Receipts 
 
1. To enter a receipt (contribution) for your committee click on Detail 

Information  Receipts from the drop down list. 
 

 
 
2. Then click Add New. 
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Adding Receipts – cont. 
 
3. Click on the drop down arrow and select the receipt type that you 

would like to enter.  * 
 

 
 

* The receipts below are receipt types that must be linked to other 
items in the software (i.e. a debt payment receipt must be linked to a 
debt).  Please see the section of this Quick Start User Guide that refers 
to the special types of receipts. 
 

Type Guide Page 
Debt Payment 49 
Forgiven Loan 57 
Refund/Reimbursement 62 
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Adding Receipts – cont. 
 
4. Click Add Contributor (see screen shot page 38) for a new 

contributor and you will see the following screen.  For each tab 
(Name, Mailing Address, Email Address, Phone Numbers, 
Notes) enter any required information and any additional information 
you have and click OK. 
 

 
 

Click Find Contributor (see screen shot page 38) to pull up an 
existing contributor. 
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Adding Receipts – cont. 
 
In the name field you can enter the person’s last name to narrow 
down the list.  Click Display to show the list.  Select the contributor 
that you want to use and click Ok. 

 

 
 

 
5. Once the contributor information is entered, you will need to enter any 

other required information for the receipt type you selected.  Click Add 
Close to add the new receipt and close the window if there are no 
more contributions to report. 
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Adding Receipts – cont. 
 

When you are entering multiple receipts click Add Refresh.  When 
you have entered in all of your receipts, click Cancel. 

 

 
 
When you are entering multiple receipts for the same contributor click Add 
Exist.  When you have entered in all of your receipts, click Cancel.  
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Adding Receipts – cont. 
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7. Your receipts will now show up in the list. 
 When you are finished entering in your receipts, click Close. 
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EXPENDITURES 
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Adding Expenditures 
 
1. Click Detail Information  Expenditures 
 

 
 
2. Click Add New. 
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Adding Expenditures – cont. 
 
3. Click on the down arrow and select the expenditure type that you 

would like to enter. * 
 

**  
 

* The expenditures below are expenditure types that must be linked to 
other items in the software (i.e. debt payment expenditure must be 
linked to a debt).  Please see the section of this Quick Start User Guide 
that refers to the special types of expenditures. 
 

Type Guide 
Page 

Debt Payment 49 
Loan Repayment 59 
Refund/Reimbursement from the Committee 64 
Coordinated Party Expenditure 66 

 
**As of 2007 the following Expenditures will have a Purpose Type associated 

with them (older expenditures will still have the single purpose field) 
 

• Contribution to Candidate or 
Political Committee 

• Coordinated Party Expense 
• Debt Payment 
• Operating Expense 

Media, Printing, Fundraising, To Another 
Candidate, Salaries, Equipment, Political 
Party, Penalties, Holding Public Office 
Expense, Postage, Office Expenses, 
Other 

• Refund/Reimbursement from 
the committee  

Returned to Contributor, Overpayment 
of Service, Exceeded contribution Limit, 
Other 
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Adding Expenditures – cont. 
 
For each tab (Name, Mailing Address, Email Address, Phone 
Numbers, Notes) enter any required information and any additional 
information you have and click OK. 

 

 
 
5.  Once the payee information is entered, you will need to enter any 

other required information for the expenditure type you selected.   
 
Click Add Close to add the new expenditure and close the window if 
there are no more expenditures to report. 

  
When you are entering multiple expenditures click Add Refresh.  
When you have entered in all of your expenditures, click Cancel. 

 
When you are entering multiple expenditures for the same payee click 
Add Exist.  When you have entered in all of your expenditures, click 
Cancel. 
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Adding Expenditures – cont. 
 
6. Your expenditures will now show up in the list. 
 When you are finished entering in your expenditures, click Close. 
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DEBTS 
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Adding Debts 
 
1. Click Detail Information> Debts & Obligations 
 

 
 
2. Click Add New. 
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Adding Debts – cont. 
 
3. Click on the down arrow and select the debt type that you would like 

to enter. 
 

 
 

4. Click Add Creditor and you will see the following screen. 
 

For each tab (Name, Mailing Address, Email Address, Phone 
Numbers, Org Info, Notes) enter any required information and any 
additional information you have and click OK. 
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Adding Debts – cont. 
 
5.  Once the Creditor information is entered, you will need to enter any 

other required information for the Debt type you selected.   
 
Click Add Close to add the new Debt and close the window if there 
are no more debts to report. 

  
When you are entering multiple Debts click Add Refresh.  When you 
have entered in all of your debts, click Cancel. 

 
When you are entering multiple Debts for the same Creditor click Add 
Exist.  When you have entered in all of your debts, click Cancel. 

 
6. Your Debts will now show up in the list. 
 When you are finished entering in your Debts, click Close. 
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Linking a Debt to a Receipt 
 
This is used to show a debt payment to the committee as a receipt.  You 
must link this receipt to a debt. 
 
1.  From the receipt entry screen click Debt Link.   
 

 
 

1. Click Display to display the list of debts.  If there is no Debt listed 
refer to page 50 of this user guide to set up the Debt.  Select the debt 
to link and click Ok. 
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Linking a Debt to a Receipt – cont. 
 

3. The selected debt will now appear on the receipt form in the 
Summary Information box.  Enter any other required information for 
the receipt.   

 

 
 

Click Add Close to add the new Receipt and close the window if there 
are no more receipts to report for the linked debt. 

 
When you are entering multiple receipts click Add Refresh.  When 
you have entered in all of your receipts for the linked debt, click 
Cancel. 

 
When you are entering multiple receipts for the same contributor click 
Add Exist.  When you have entered in all of your receipts for the 
linked debt, click Cancel. 
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Linking a Debt to an Expenditure 
 
This is used to show a debt payment from the committee as an expenditure.  
You must link this expenditure to a debt. 
 
1.  From the expenditure entry screen click Debt Link.   
 

 
 

2. Click Display to display the list of debts.  If there is no Debt listed 
refer to page 50 of this user guide to set up the debt.  Select the Debt 
to link and click Ok. 

 

 



 

 - 56 - 

Linking a Debt to an Expenditure – cont. 
 
3. The selected debt will now appear on the expenditure form in the 

Summary Information box.  Enter any other required information for 
the expenditure.   

 

 
 

Click Add Close to add the new Expenditure and close the window if 
there are no more expenditures to report for the linked debt. 

  
When you are entering multiple expenditures click Add Refresh.  
When you have entered in all of your expenditures for the linked debt, 
click Cancel. 

 
When you are entering multiple expenditures for the same payee click 
Add Exist.  When you have entered in all of your expenditures for the 
linked debt, click Cancel. 
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LOANS 
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Adding Loans 
 
Candidate Committees may receive loans from individuals and other entities 
allowed to make contributions.  Loans are contributions and are subject to 
the same limitations as contributions. 
 

 
 

1. Click Add Lender (see above) for a new lender and you will see the 
following screen.  For each tab (Name, Mailing Address, Email 
Address, Phone Numbers, Org Info, Notes) enter any required 
information and any additional information you have and click OK. 
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Adding Loans – cont. 
 
Click Find Lender (see page 58) to pull up an existing lender. 
 

 
 
In the name field you can enter the lender’s name to narrow down the 
list.  Click Display to show the list.  Select the lender that you want to 
use and click Ok. 
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Adding Loans – cont. 
 
2. The selected lender will now appear on the receipt.  Enter any other 

required information for the receipt.   
 

 
 

Click Add Close to add the new Receipt and close the window if there 
are no more receipts to report for the loan. 

 
When you are entering multiple receipts click Add Refresh.  When 
you have entered in all of your receipts for the loan, click Cancel. 

 
When you are entering multiple receipts for the same lender click Add 
Exist.  When you have entered in all of your receipts for the loan, click 
Cancel. 
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Linking a Loan Proceed to a Receipt 
 
This is used if a committee has an outstanding loan that is owed TO the 
committee.  You must link this receipt to the loan. 
 
1. From the receipt entry screen click Loan Proceed Link. 
 

 
 

2. Click Display to display the list of loan proceeds.  If there is no Loan 
Proceed listed refer to page 58 of this user guide to set up the Loan 
Proceed.  Select the loan proceed to link and click Ok. 
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Linking a Loan Proceed to a Receipt – cont. 
 
3. The selected loan proceed will now appear on the receipt form in the 

Summary Information box.  Enter any other required information for 
the receipt.   

 

 
 

Click Add Close to add the new Receipt and close the window if there 
are no more receipts to report for the linked loan proceed. 

 
When you are entering multiple receipts click Add Refresh.  When 
you have entered in all of your receipts for the linked loan proceed, 
click Cancel. 

 
When you are entering multiple receipts for the same payer click Add 
Exist.  When you have entered in all of your receipts for the linked 
loan proceed, click Cancel. 
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Linking a Loan Repayment to an Expenditure 
 
This used if a committee has an outstanding loan that is owed BY the 
committee.  You must link these expenditures to the loan. 
 
1. From the expenditure entry screen click Loan Link. 
 

 
 

2. Click Display to display the list of loan proceeds.  If there is no Loan 
Proceed listed refer to page 58 of this user guide to set up the Loan 
Proceed.  Select the loan proceed to link and click Ok. 
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Linking a Loan Repayment to an  
Expenditure – cont. 
 
3. The selected loan proceed will now appear on the expenditure form in 

the Summary Information box.  Enter any other required 
information for the expenditure.   

 

 
 

Click Add Close to add the new Expenditure and close the window if 
there are no more expenditures to report for the linked loan. 

  
When you are entering multiple Expenditures click Add Refresh.  
When you have entered in all of your expenditures for the linked loan, 
click Cancel. 

 
When you are entering multiple Expenditures for the same lender click 
Add Exist.  When you have entered in all of your expenditures for the 
linked loan, click Cancel. 
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REFUNDS/COORDINATED 
PARTY EXPENDITURES 
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Linking an Expenditure to a 
Refund/Reimbursement Receipt 
 
If money comes into the committee as a refund or a reimbursement then 
you must first show the expenditure that was paid BY the committee. 
 
1.  From the receipt entry screen click Expenditure Link. 
 

 
 

2.  Click Display to display the list of expenditures.  If there is no 
Expenditure listed refer to page 68 of this user guide to set up the 
Expenditure.  Select the expenditure to link and click Ok. 
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Linking an Expenditure to a 
Refund/Reimbursement Receipt – cont. 
 
3. The selected expenditure will now appear on the receipt form in the 

Summary Information box.  Enter any other required information for 
the receipt.   

 

 
 

Click Add Close to add the new Receipt and close the window if there 
are no more receipts to report for the linked expenditure. 

 
When you are entering multiple Receipts click Add Refresh.  When 
you have entered in all of your receipts for the linked expenditure, 
click Cancel. 

  
When you are entering multiple Receipts for the same Contributor click 
Add Exist.  When you have entered in all of your receipts for the 
linked expenditure, click Cancel. 
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Linking a Receipt to a Refund/Reimbursement 
Expenditure 
 
If the committee must refund or reimburse money then you must first show 
the contribution/receipt that was made TO the committee. 
 
1.  From the expenditure entry screen click Receipt Link. 
 

 
 

2.  Click Display to display the list of receipts.  If there is no Receipt 
listed refer to page 37 of this user guide to set up the Receipt.  Select 
the receipt to link and click Ok. 
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Linking a Receipt to a Refund/Reimbursement 
Expenditure – cont. 
 
3. The selected receipt will now appear on the expenditure form in the 

Summary Information box.  Enter any other required information for 
the expenditure.   

 

 
 

Click Add Close to add the new Expenditure and close the window if 
there are no more expenditures to report for the linked receipt. 

 
When you are entering multiple Expenditures click Add Refresh.  
When you have entered in all of your expenditures for the linked 
receipt, click Cancel. 

 
When you are entering multiple Expenditures for the same Payee click 
Add Exist.  When you have entered in all of your expenditures for the 
linked receipt, click Cancel. 
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Linking a Coordinated Committee to a Coordinated 
Party Expenditure 
 
1. From the receipt entry screen click Coord Committee(s). 
 

 
 

2. Click Display to display the list of party committees.  Select the party 
committee to link and click Ok.  If the required party committee is not 
found click Add New. 
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Linking a Coordinated Committee to a Coordinated 
Party Expenditure – cont. 
 
3.  For each tab (Name, Mailing Address, Email Address, Phone 

Numbers, Org Info, Notes) enter any required information and any 
additional information you have and click Ok. 

 

 
 

4. Select the newly created committee and click Ok. 
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Linking a Coordinated Committee to a Coordinated 
Party Expenditure – cont. 
 
5. The selected committee will now appear on the expenditure form in 

the Summary Information box.  Enter any other required 
information for the expenditure.   

 

 
 

Click Add Close to add the new Expenditure and close the window if 
there are no more expenditures to report for the linked coordinated 
committee. 

 
Click Add Refresh for entering multiple Expenditures.  When you are 
finished entering in expenditures for the linked coordinated committee, 
click Cancel. 

 
Click Add Exist for entering multiple Expenditures for the same Payee.  
When you are finished entering in expenditures for the linked 
coordinated committee, click Cancel. 
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ACCOUNT TRANSFERS 
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Adding Account Transfers 
 
1. Click Detail Information  Account Transfers 

 

 
 
2. Click Add New. 
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Adding Account Transfers – cont. 
 
3. Enter all required information and accounts the amount is transferring 

from and transferring to. 
 

 
 
4. Click Add Close to add the new transfer and close the window if there 

are no more transfers to report. 
 

When you are entering multiple transfers click Add Exist.  When you 
have entered in all of your transfers, click Cancel. 
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REPORTS 
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Creating a Disclosure report 
 
1. Click Reporting  Report Information 
 

 
 
2. Click  Create Disclosure Report. 
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Creating a Disclosure report – cont. 
 
3. Enter the year of report, filing schedule, previous report link if 

applicable and report type for the report that you are creating.  The 
report dates will be automatically set for you. Enter the Number of 
Fundraiser (Note: The Number of Fundraisers is only required on the 
reports beginning in 2007). Click Ok when you are finished. 

 

 
 

NOTE: If no previous report is available select [No Previous Report] from the Previous 
Report Link dropdown and click Edit Summary Values. 
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Enter ALL balance values from the LAST PAPER report that you filed and click 
Ok.  
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Creating the Qualified Contributions Report (CRO-
2500, CRO2501 and CRO-2510) 
 
      From the main Campaign Finance Remote Filing screen, click on the 
menu item Reporting, then choose Report Information.  You will see the 
following screen: 
 

 
 
NOTE: The reports you see listed are those which have been previously created.  To view a 
report already created, select the report and click the View Report button.  Otherwise, to 
create a report, click on the button labeled, Create Informational Report or Create 
Disclosure Report. 

 
1. Click Create Informational Report this screen will appear 
2. Select a report in the Report Type 
 

 
 
3. Type in a Start Date then click  OK. 
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4. Click View Report 
 
5. The following report displays:  

 
Page 1 
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Creating the Qualified Contributions Report  
(CRO-2500, CRO2501 and CRO-2510) – cont. 
 

 

 
Page 2 
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Creating the Registered Committee Independent 
Expenditures report (CRO-2520) 

 
     From the main Campaign Finance Remote Filing screen, click on the 
menu item Reporting, then choose Report Information. In the Reports 
window which appears, click on the button labeled, Create Informational 
Report.  The following window will appear: 
 

 
 
 

The textbox labeled Year is the year which the expenditures were made. It 
is automatically filled in with the current year.  In the textbox labeled 
Report Type, choose the report name of Registered Committee 
Independent Expenditure.  The Yes/No radio button option is 
informational, and is for display only.  The dates during which the 
expenditures where made are in the boxes labeled Start Date and End 
Date.  They will be calculated for you, using the date of the first 
Independent Expenditure as the Start Date, and the date on which the 
committee reaches the $3000 expenditure limit as the End Date.  This is 
true for the first independent expenditure report which is created.  
Subsequent reports will use the date of the last Independent Expenditure 
report created as the Start Date, and the date which you reach the first 
$1000 expenditure total over the initial $3000 as the End Date.  The Due 
Date is calculated to be the next business day after the report is created.  
Ignore the box labeled Submit Date.  Then just click on the OK button.  
The report created for you will resemble the one seen on the next page: 
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Creating the Registered Committee Independent 
Expenditures report – cont. 
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Creating a Non-Participating Candidate Report 
(CRO 2530) 
 
1. Click Reporting > Report Information 
 

 
 
2. Click on Create Informational report 
 

 



 

 - 86 - 

3. Make sure the correct report is selected and that the date range is 
correct 

 
4. Click OK 

 

 
 
5. Click View Report to verify data (see the next page for an example) 
 
6. Submit the report to SBOE  
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Creating a Non-Participating Candidate Report 
(CRO 2530) 
 

 
Page 1 

 

 
Page 2 
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Auditing a Report 
 

1. Click to select the report.  Then click Audit Report.  
 
 

 
 

 
2. Once you have opened the Audit Results screen, click Refresh Audit 

List and you will see any changes that need to be made before 
submission.  Highlight the item then click View Audit Item to make 
changes from this screen. Then click Close when you are finished. 
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View Report 
 

1. Click to select the report that you wish to view and then click View 
Report. 

 

 
 
 

2. The report appears for you to review. 
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Update Report 
 

1. Click to select the report that you wish to update and then click 
Update Report. 

 

 
 
 

2. The following message will appear if you would like to update all 
reports that have not been submitted click Yes, if not click No. 
(Depending on how many reports need to be updated it may take several minutes 
to update) 

 

 
 

3. The Report Updated message will appear Click OK. 
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Save Official Report 
 

1 If you are ready to send your report to the State Board of Elections from 
the opening screen of your software 
 

2 Click Reporting  Save Official Report 
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Save Official Report – cont. 
 
3 Choose the correct report, method of submission, enter the date, and edit 

your account information.  Then click OK. 
 

 
 
 

1. This screen will determine where the file containing your report is 
saved on your computer.  Enter the directory and filename or browse 
to find a place to save your report.  Then click Export. 
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Save Official Report – cont. 
 

2. At this stage you will automatically be able to print the first 1 or 2 
page(s) of your report.  You need to do this to send in your signed 
cover page via mail to the State Board of Elections.  Next you can 
open your email program and send a new email with the file that you 
have created attached.  You should send your report to our email 
address.  

 
 

campaign.reporting@ncsbe.gov 
 
 
 
Now you are ready to create, audit, view and submit a new report using the 

Campaign Finance Reporting Software. 



 

 - 94 - 

Amending a Report 
 

1. Click Reporting  Report Information 
 

 
 
The following screen will appear: 
 

2. Select the report that you want to Amend 
3. Click Amend Report 
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Amending a Report – cont. 
 
The following screen will appear: 
 

 
 

Note: The report links are: 
 

 

This is used when the 
report you are amending 
has no previous report. 

 

This is used when the 
report you are amending 
does have a previous 
report that isn’t amended. 

 

This is used when the 
report you are amending 
does have an amended 
previous report. (select 
the most current version) 
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Amending a Report – cont. 
 
Note: You will only use Edit Summary Values when No Previous is selected. 
  

4. Click Edit Summary Values 
 
The following screen will appear: 
 

 
 
 

5. Verify that all amounts are correct 
6. Click >OK 
7. Click >Ok on the next screen 
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Amending a Report – cont. 
 
The following screen will appear: 
 

 
 

8. Click > View Report 
9. Verify the information is correct 

 
The Amendment is ready to submit. Refer back to Save Official Report on 
page 87 for instructions. 
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DATA PROTECTION 
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Backup your data version 4.x 
 
1. Click on Start  Programs  Accessories  Windows Explorer 
 

 
 

2. Click on My Computer  Local Disk C: Program Files  
3. SBOE  Campaign Finance  CF Remote  dbs 
 

 
 
You will look for a file cf_data (it may not have the .mdb that is ok) 
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Backup your data version 4.x – cont. 
 
4. Right click on the database and select Copy 

 

 
 
5. Copy the database to your selected mode for backing-up  
6. Check to make sure the database has been backed-up on your 

selected media 
7. Back-up is complete 
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Restoring Your Backup file for 4.x 
 

1. Go to Start  Programs  Accessories  Click Windows Explorer 
 

 
 

2. Go down to selected backup media  Right Click the “cf_data” file and 
select Copy 

3. Then go back up to My Computer 
4. Click Local Disk C:  Program Files SBoE Campaign Finance  

CF Remote dbs 
5. On the right side right click in the open space 

 
 

6. Left click the Paste 
 
When you go to CF Remote on the desktop and open it you will see 
Committee Information 
 

7. Click the arrow beside the Org Name drop down and Select the 
committee  

 

 
 
The Committee information has been successfully moved. 
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Compacting the database 
 

1. Click  File Compact Database 
 

 
 
There is no further action required for the compacting process, it may 
however take some time depending on the size of the database. 


